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Muhammad 
Shakeel 


ADMINISTRATIVE MANAGER 


Contact 


53546-A, Ayesha Arcade, 2nd Floor, 
9 = Flat # 202, Eidgha near football 
ground Upper Gizri Karachi 


mshakeel.pcsw@gmail.com 


linkedin.com/in/muhammad- 
shakeel-46135a22b 


Skills 


Project Management / Admin 
EEEE 


Import , Export & Accounts 
EEEE 


Problem Solving 
EENEN 


Creativity 
EEE 


Leadership 
EENEN 


About 


A motivated commercial Administrative Manager 


& accountant with specialist expertise in 


forecasting, business-case evaluations and 


performance monitoring. A strategic and agile 


thinker known for driving change by tackling 
ambiguous problems and effectively 
communicating solutions. 

Education History 

Masters in Political Science 2012-2014 


University of the Punjab 
e Master in Public Administration/ IR 
e Ideology and Dynamics of Political in Pakistan 


Master In Business Administration 2009-2012 
Virtual University of the Pakistan 
e Academic Excellence in Management 
Bachelor of Education (B.Ed) 2015-2016 
A.1.0.U PAKISTAN 
e Academic Excellence in Education 
Working in Projects 
e Program Monitoring Unit (PMU) with 
collabration of Local Government & 
Community Development (LG&CD) Under 


Supervison of Punjab Municipal Development 
Fund Company. 

Gender Management Information System 
(GMIS) Under Supervission of Punjab 
Commision on the status of Women Govt of the 
Punjab. 

Training Nikkah Regitrar (TNR) Project of Govt. 
of the Punjab. 

Women in Leadership (WIL) Project of Govt. of 
the Punjab. 

Transitional Housing for Women (THW) Project 
of Govt. of the Punjab. 

Traffic Engineering & Transport Planning 
Agency (TEPA) with Collaboration of Lahore 
Development Authority (LDA) for Metro Bus 
Transit Systme/ Bus Rapid Transit System 
(BRTS), Lahore Air Frieght Unit (AFU) 


Extra Skill 


Good Team Player 

Good Communication 

Ability to wok in strain Environment 
Self Motivated 


Computer Skill 


MS Office Certificate 

Software & Hardware Complete 
Typing Speed 55 wpm 

Operating System window 7-8-10 
Weboc Custom Software 

ERP Systment Managment 
Shorthand Certificate 

One Custom System (PRAL) 
Peechtree Accounting Software 


Trainings 


e WEBOC (custom software (One 
Custom) for E-Filling Import & 
Export, 4 week (2013) 

Custom Cleareing and Forwarding 
(Import & Export) Licence 
Renewal Mughalpura Lahore 4 
week (2014) 


Extra-Curricular Activities 


Research 
Browsing 
Reading 
Tourism 
Playing Cricket 
Video Gaming 


Work Experiences & JD's 


Working Experience in “Magnet of Business International” as 
“ADMIN & ACCOUNTS MANAGER” JUNE 2020 TO TILL (Posting at 


Karachi office) 

To deal with the issues related to human resource and also to be 
responsible for safe custodyof equipment and stores. 

Manage financial, administrative and accounts related matters of all the 
Projects under supervision of the Director. 

To deal with release and transfer of funds, making necessary payments, 
purchase of stores for the project, maintenance and reconciliation of 
accounts. 

To be responsible for preparation and issuing of various monthlyand 
quarterly, etc. financial reports. 

To maintain or cause to be maintained the accounts and other necessary 
record of the projects as per government instructions. 

To be required to undertakefield visits as and when required. 


Working Experience in “PUNJAB MUNCIPALDEVELOPMENT 
FUND COMPANY (PMDFC), GOVERNMENT OF PUNJAB AS 
“MONITORING & EVALUATION OFFICER". From 2017 to JUNE 


2020.. 


To Field Visit and Reporting to PMO Regarding Project Issues. 

To responsible for overallmonitoring and evaluation of the activities undertaken under 
the projects. 

To design and prepare monitoring and evaluation framework and Tools. 

To responsible for development of inspection, monitoring, reporting protocols and 
would submit feedback of overall activities of the projects. 

Shall assist M&E Manager in performance of duties related to M&E. 

To closely monitor and evaluate activities undertaken under the projects. 

Assist with development of inspection, monitoring and reporting protocolsand would 
submit feedback of overall activities of the projects to authorities. 

Timely apprise M&E Manager about slow performance against timelines of any 
projects’ component. 

Will provide advice, technicalguidance and trainingon monitoring & evaluation 
methods to all concerned. 

Any other responsibilities as may be assigned from time to time. 

To undertake field visits and inspections in accordance with the schedules approvedby 
Project Manager/PMO/authority 


Working Experience in “PUNJAB COMMISSION ON THE STATUS 
OF WOMEN, GOVERNMENT OF PUNJAB AS “PROJECT 
COORDINATOR”. From 2016 to 2017. 


To assist the ProjectManager in dischargeof his/her duties. 

To keep liaison with district authorities for achievement of PCSW/Project objectives 
To maintain all officialrecord related to all projectsunder supervision of Project 
Managerrelated to Operational activates, Training schedule etc. 

Overall management of activities/functions of the relevantproject and regular/project 
end reporting. 

To keep close liaison with provincial Departments/ institutions and districts 
governments for achievement of the stipulated targets. 

Make and execute shortterm and long-term plans. 

Oversee overallplanning, monitoring, reporting, systems, controls and implementation 
mechanisms related to the project. 

Field visits as and when required with the approval of project director/authority 


Working experience in Custom Clearing/ Forwarding Agency 
as “Manager aswell as Import, Admin & Account”. From 2011 
to 2016 


-To manage all day to day administrative of the organization. 

.To provide for maintenance of office equipmentincluding maintenance of record of 
office vehicle by keeping a writtenrecord of all the office material resources and 
supervision of the log bookof the vehicles 

-To manage record of office entertainment, arrangement of official functions, 
maintenance of lists of internal and externalclients. 

Assisting in the administrative support function of the Director by daily consultation 
with the Directorand handling of appointments and meetings of the Director. 

-To maintain, upgrade and systemize all hard and soft data at least twice a week witha 
view to easy accessibility and proper placement in the filing system. 

.Custom Related matter as well as Import, FBR, Sale Tax and Consultancy Related work. 
.Customized the Documentsfor Custom Bonded Warehouse etc.. 


Objectives 


e To widen my horizon of knowledge, gain 
valuable experience along with 
obtaining confidence in myself and 
achieving excellence in my field and 
stive for the betterment of my country. 


Personal Profile 


Father Name Muhammad Shafique 
Date of Birth 19/07/1985 
Religion Islam 


CNIC # 35202-9006126-9 


Working experience in Silver Star Insurance 
CompanyLtd, as a “ASSISTANTMANAGER 
UNDERWRITER/ADMIN” From 2008 to 2011. 


To Condense Administrative issues while providing immediate 
solution. 

To manage office administration, decorum and punctuality of staff 
by daily monitoring of activities and tasks assigned to the staff by 
the line managers. 

Guidance to the support staff in writing a monthly report and 
submission of the same to the line managers, for improving their 
performance on the basis of the review of formats of monthly 
performance. 

Supervising the Communication and proposal  assistantin 
maintenance of office attendance of executive as well as support 
staff. 

Keeping a check on leaves, absencesand late arrivals. 


Working experience in United Insurance Company Ltd 
as a“MarketingManager”. 


To Field Work regardingInsurance i.e. Fire, Marine, Motor,Paddy and 
Customs bonded Policy etc. 


Working experience in Briter Engineering Company 
(Pvt) Ltd, as an “Assistant Admin & AccountsOfficer’. 
From 2006 to2008 


Dealing with Banks and office related Management Matters. 
Preparation of daily, weekly, monthly, quarterly, yearly and half 
yearly financial statements. Building Relations with Customers 
Handling Cash and Preparation of Petty cash books Daily Cash and 
Bank book closing (Bank Reconciliation) 


